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You want a job. And you feel that 
somewhere, some employer has 
precisely the job you want-^ne 
that fully utilizes your knowledge 
and at>ilities and provides challenge 
and opportunities for advancement. 

To ffhd that job. you need to 
carry but a well-planned job search. 
You have a product to sell — your 
knowledge, skills, and experience... 
What you need to know is how to 
market U most effectively. Whether • 
• you are out of school and 

ready to start your, career or looking 
for a new position after 20 years' 
experience, some of the techniques •? 
preseivted In this pamphlet may 
help you. It offers suggestions on: * 

• Where you- can find out more' 
akx)ut the kinds of jobs you are 
qualified jlo hold, h 

■ ■ ' How to present your " - 

backgVound in arr^sum^ that 
will convince an employer 
that ydy are the person ^ 
for the job. * 

• How to write a letter of 

' application that catches an 

employer's Interest. . 
^ Where to go for Information 

on inb opportunities in your 

fiela 

• How to present your 
quahflcatlons to the best 
advantage at a job interview. 

And It offers ti^ps on planning 
your time, taking tes|s, and learnlrfg 
to profit from your job interviev^/s. 
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an merchandising 
snould: decide 
your qualiitcations are. 
MBited inventory of 
backgnnd and experience 
4 PU wi l l i<now exactly what 
uimme to offer an 



ter^at type of job you 
y<%:i!ieBntoi7 will be a basic 
tocjf in ygUr ^^rch. If ynu are 
^arUeet^ig ytmr skills fer/ja 
nrofeaasonali jr office position, it 
ijifl^l coomain tke information you 
ii«»d ♦!© prerare your rtsum^. If you 

loeokit^rt tfir work irt a skilled 
trdO« Q>r oite field in which 
rismmm^ w« not expected, your 
^hf^ntOff ^it' help you decide how 
psotit your qualifications at a 
ffyiem and be your source 
act& dates, and other 
iUT)n v/ou will ne^d to give 

^^0^99 your inventory chart, 
jmtline below. Write out. 
mpf^Efatm^eeX ot.paper, all 
«rx ycuj tmnk migrtit help you 
Hob search, later, you can 
ill HieJist and select the 
\ that are relevant to the job 
Bek. 



fk-fiistoty ' 
ail of your jobs, including 
' rasnrt-time, summer, and freelance 
a^GTck. For each job. give the 
wame and address of your 
employer, your job title, the ^ 
«*Btatfs of your'dufie^, and. the 
•«.€ftes you-were employed. Then 



ask yourself: 
'What did lite about 
job? Why? 

What did 1 dmmm abowt^Kh 

job7Wfiy? 
Why did I learnt^ 

2. Skills and abUfMrnsJ^sk^utmii: 
What personal OBMltfesdo 
have that make wHUQoa^at 
certain work? Jfmm tsmk oims 
your job experieaor aad seteD! 
and voluwteer :iuwMiiujuandtw 
to be honest wittr-miliraalt Are 
your strong poir»^<llliative^ 
imagination, leao^HBp, abifit> 

to organize, williqpMB to foftMi^ 
orders, interest in dKsl, or 
ability to-work-w^^T^ffiple^ 
y^a\ did I tearn omwe job tMa^* 
I can use in anothenoosttiof' ' 
(For example, opernwui i of a 
machine or office^nwpmest cor ^ 
blueiyint reading.) ' 

3. Education, List: 

The schools you at»ded amtt 
'the dates, the princsal cou riw 
you took, and theii^rees youj 
received. 

The business, voc^ioeal, 
military, on-fhe-jot training, or 
, special courses yoi.«Qok, the 

dates, and any cfftlifftetes yava 
' recieived. 
Then ask yourseft: 
What coursessr \ 
like best'and 
What courses^r 
dislike ar^ wtm 
Now list your 
honors and y 
ricular activitri 
If you are a r 
your activities-rrtj^ 
significant pan ^^/^nr job 
qualifications (fm ^pmple. 
work on the 'rhni n ^§mi\ i\\\ju\ 
or campus radio stai^o). 
Even if they are not o^ectly 
related to a Iqb, they-iway help 
you decide what ^ou^^ -^^ 
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talents and interests are. (For 
example, dq yqu 6njoy sports, 
recreation, iSid outdoor 
' activities? Did you ejjcel on 
■jthe debate team? AVe you 
good at organizing a group to 
do a job?) 

4. Interests, talents}ancl aptitudes, 
^Ask yourself: 

What are my hpbbigs or' - 
' volunteer activities? * 
What are My special talents or 
aptitudes? For exan^ple, can I 
fix a car? Play a musjcal 
insVument? Speak another 
language Isipides English? Am I 
good at drawing or painting? 
What do I tearn mbst easily? 
How can I rotate my talents and 
interests fo a [ob?* 

5. Does my physical' condition limit 
' me in any way? • i 

6a Is it necessary tot me to change 
my fibid of work? • 

J. ., How long carfl arrprd to be out 
of work? \ 

Q. Career goat 

What kind of worXdb-l want to 
be doing 5 or lO yearsitrom now? 
What sort of job should I seek 
now in order to prepare for my 
goal? 

9. Jobs I want , 4^ 

Considering all the information 
in your inventory. Mstrthe types" 
w)f jobs you feel you are besi 
''^qualified for and want." List them 
in order of your preference. 

If you have completed your 
inventory, yoq, are ready for the ^ 
next step — either preparing your . 
r$sum6 or' selecting yo^ur sources 
of job information. But perhaps you 
have considered all the factors in ' 
your background and still are not 
ready to answer the key question: 
What kinCfbf job do I want? You 
may be just out of school or the 
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ice and know little about the 
oMrof jobs that are operl toyou. 
tati.may haVe decided that you 
are^n the ^^ong track vocationally 
and^jwant to switch to a new field. 
^^wiiMps'you have been out G^.tithe 
i^'^^'^Drce for years because of #• 
'^miTOr responsibilities. Or for otheK 
rMft0ns you are not sure what your 
inr^oai should be. 

Ipu need to learn .iriore abcut 
oFlirent types of jobs. A goo 
pfflce to go is your local Stai» 
ersaioyment service^office. Tnis 
' otece has information about ^sof^ 
ara. the qualifications needer '.^ 
fitrthem. You may be given c 
appointment with a career \ 
cosnselor whp will help yoin^^^t 
wtn sort of work is best sue^^tc 
yotfr abilities and interests 

Another good source 
innDrmatfon about various -les 
joo^ your local public libpiy. 
You can find books that te**%x>u 
9bout specific caWers ancaconsuH 
the Occupational Outlooh >»j=«»d- 
book, published by the U5 
r^- ^rtment of Labor. Ttie 
"i^artdbook gives the latest 
intcrmation about more thr^aflSO 
occupations. For;each, it w>^abBU' 
the work involved, where =^obs 
are located, what trainingsnd other 
qualifications a^e neededrr 'ill 
them, and the chances for 
aoa^ancement. It also discusses 
earnings and working conditions 
ara assesses future job opoortuni- 
fies for people in the field. And it 
teMs you where to go for more 
intnrmation about any occupations 
of aarticmlar interest to you. 

Once you have decided on your 
job goal, the employment service 
can give you other help — such as 
assistance in preparing your 
resume and group training in job 
finding. When you are ready, it mdy 
be able to refer you to the sort of 
job you want. 
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If you are seeking a professional, 
technical, administrative, or man- 
agerial job, you ^11 need a r^sum^. 
One is also needed in applying for 
many clerical and sales positions. 
An effective r6sum6 "gets your foot 
in the door." It often leads to 
personal interviews that you might 
not otherwise have. 

Your inventory chart should 
::ontam all the information you need 
to prepare your r6sum6. You now 
have to select, arrange, and 
organize this raw material in the 
way that best relates your 
background to the job you seek. 

Your first task is ^o select the 
data you want to use. Ask yourself 
Which parts of my training and 
experience are relevant to my iob 
goal? Which parts, if any. are 
unrelated? Gjve all pertinent details 
about the positions that relate to 
your goal. But be brief in listing 
unrelated jobs; they are of little 
interest to a prospective employer 

Next you must arrange the 
information you have selected. To 
catch an employer's attention, plan 
to list your best xqualifications early 
in your r6sum6. Ask yourself: Is my 
work experience the most important 
part of my resume? Or will an 
employer be mofe^interestpd in my 
education and training? 

You can organize your . 
experience in one of two wav^- -by 
job or by function. You may want 
to look over the suggested outline 
and sample r6sum6s before you 
decide which one presents your , 
work experience better. 

Your r^sum^ should b&detailed 
enough to give an employer the 
information needed to assess your 
qualifications. At the same time it 
should bexQncise. A busy employer 
wants the pertinent facts in as few 
words as possible. For exanrple. 
in your work history trte full 
sente^ice. "I was responsible for 



analyzing the cost sheets from the 
production department," can be 
condensed into a short phrase 
starting with an action verb: 
''Analyzed production cost sheets." 

// you have more than one job 
objective, you have two alternatives. 

1. You can lisf, in order of 
preference, the jobs you are ' - 
qualified for. Your r6sum6 should 
include ail data relevant to each 
job. This will give you one all- 
purpose resume. It has the clear 
advantages of simplicity and speed 
You can prepare in advance as 
many copies as you think you will 
need and have one ready to |5ass 
out whenever you want It. ^ "* 
^ 2. You can prepare a resume 
directed specifically to each job 
objective. You will need a basic 
resume to use as a guide. Before 
applying for a particular job. you 
will prepare a r^sum^ that presents 
your background^in the way most 
likely to interest that employer. 
This, of course, takes more time 
arTd effort. You may decide it is 
worth the extra trouble: ^ 

• If your jab goals 3re in separate 
fields (for example, research 
assistant, copywriter, or 
English teacher). 

• If you will approach several 
types of institutions, which may 
place more^value on differerU 
aspects of your background. 
(For example, one may 
emphasize certain academic 
degrees, while a second is 
interested in a particular part 
of your job experience, and 
still another may be looking 

for clues to your ^)ersonal 
traits, such as ability to 
persuade(or deal tactfully with . 
others.) ' 

the details^ — They do make a , 
difference. If possible, your resum6 
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""should be typewritten. If you can't 
type it yourself,^ having a copy typed 
is usually a good Investment. You 
may need anywhere from 2 to 200 
copies, depending on the type of 

Job you seek, the supply and j 
demand in your field, and the . 
geographic area yotj wish to cover. 
If your distribution needs are large 
and you can use the same r^sum^ 



without change for any employer, 
a good practice is to have enough 
copies duplicated for your 
anticipated needs. Avoid passing 
out carbon copies. Thtey advertise 
the fact that you gave the original 
to someone e<se. If you need only 
a few copies, an alternate method 
is to print your r^sum^ clearly in 
Ink. 



1. Personal dafa 
r^z^^.^ Begin with your name» address, 

*OUflblC and telephone number. Other « 
ftlp'^ilW P^i^spnal data," such as your date 
. ^^^5- ^^^^ (optional): and your 

RHIMIC rnarltal status and dependents, 
may follow or appear at the end 
* * of your r6sum6. * 

J Z Employment objective 
* Indicate the kind of job you are 

^ • ' * , ^ seeking. If you are qualified for 

several jobs and are preparing 
^5»- one all-purpose r6sum6, list them 

In order of your prefepdnca 

, 3. Work history 

You can organize this 
information in two vvMys, Choose 
the one that presents your work 
V ^ * experience better. - 

. a.^Byjob 

List each job separately (even 
• . ' if the jpbs were within the 

' . . * . same firm), stafTting with the 

^ . • . ' most recent bap and working 

bacKward, For each job, list: 
Dates of employment ' 
Name and address of ^ 
rP employer and nature of the ' 
business 

Position you held 
TheR describe your job,, 
showing: * 
Specific job duties — The 
tasks you performed, 
including any special 
assignments and use of 
special instruments or 
equipijient. 

Scope of responsibility — 
Your place in the organiza- 
tion, how many peopleryou ^ 
supervised, and in turn, the ' 
degree pf supervision yoi^ 
received, 
. Accomplishment^— If 
possible, give concrete 
facts and figures.' 
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6. Bytuncticn ' \. 
;Udit the fuiictipn^ (fields ol 
spedalizalip^ or types of 
Wof k. such lEls. engineering, 
sales promotioh.var personnel 
management) you performed 

. that arj related to your present 
job Qbjefctlves, 
Then describe*brleffy the \ 

^ work you hav^ done in each 
of these fields, wi^thout 
breaicing It dbwn by jobs. 

4.' Education (If this Is your main ' 
^ sailing point, put'it before your ' 
work history.) 

'list your fprrnial education, 
giving: 

IHigh §cho6l (can be omitted 
H * if you have a higher degree). 

college; graduate sqhool, and 

other courses or training 
^ Dates of graduation or leaving 

school* 

Sefgrees or certificates 
received « ^ 

, Major and minor subjects and 
; other courses related to your 

. job.goal . - : 
Sch6larshif}s and honors 
Extracurricular activfties lit 

' . you are a recent graduate an j 
your acti/ities pertatn^fo yoOr 
job goal) 

MllJtary experience 
List your military service If ifid 
recent or pertinent to your job 
goal, indicating: 



BtBfiph SiOpi ien of service 
^ ^gior dM Inctudljng detai)? . 
- o^a^sigmpients related to tHe 
, Job ypu seek . , ' . 
^ . (Iqciicate any pertinent military 
training here or under your 
educatlpa) - ' 

6, Mfstelfaneous 

If appropriate to'your field of 
. ' workf give such information as: 
Knowledge Of foreign 
languages 

Volunteer or lelsuretlme 
activities 

Special skills, such as typing, 
shorthand, or abllity to operate 
i special equipment 

Membership in professiona] 
organi^fions 

Articles published, inventions, 

or pateri.ts 

*' . 

^ 7. References ' 

Give the names, posftions/afcid 
addresses of tjiree persons who 
have direct knowledge of your 
work competence. If you ar#a 
recent graduate, you can jist 
t^acherS' who are familiar with.' 
; your school work. When 
' possible, you should obtain- the 
jDerrpission Of the persons x<iu 
u^e as references. 

The following examples show 
some Of the ways that a jobseeker 
can organize a r6^um6f. They are • 
fpr use only as general guides. 
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ftuth A. Roe . 

487 Franklin Drive - '> . , (date of r6sum6) , , 

.^Woodland; N.Y. 10124 Marital status: married, no children 

561-2573 Date of birth: October 21, t947 

EMPLOYMENT OBJECTIVE ^ ^ - ' ' 

Children's librarian 

• . EDUCATION 

Hunter College, B.S., 1969. Maior: Elementary ed^i^cation, Minor: Child 
psychology 

Columbia University, master's! ree, 1974, library science 

1 >ERIENCE 

1969-73, Woodland Elementary cTiool, 231 Ritchie Lane, Woodland, 
Taught fifth grade. 'A major ob. active was to stimulate pupils to do i 
independent 'reading. To this eiid, prepared displays and organized 
trips to nearby libraries in connection with annual book f£|ir; a^lste^ ^ 
time librarian in rebrganizing instructional materials center to mako i 
ea9ier to use and more inviting in appearance; and took training couruu 
and for 2 years^ conducted^ junior great books course for pupils at 
. Woodland. 

1^te)i>69 (part time during school year and full time during summer of 
1969). Bomp Library, 441 Playford Street, New York, N.Y. Library clerk. 
Located iflpks for patrons and answered nonprofessional inquiries^ 
Received, sorted, repaired, and shelved books. < 

•Summer, 1968. Mobile Manufacturing Company, 24 W. Fi«h Street, Wood- 
land, N.Y. Clerk-typist. Acted as secretary to vice president ^while regular 
secretary was on vacation. 

Summers, 1966 and 1967, Highpoint Camp, Wilson Road, Adifondacks. 
N.Y. Taught arts and crafts and supervised bunk of 10- and 11-year-old 
girls. . 

SPECIAL SKILLS ^ 

Spanish: Good reading, writing, and speaking koowicdc^o 
Operate various types of visual equipment. 

REFERENCbcj 

Dr. Marga<.ei Martifi^^ioiossor of library bwion.,i> L/uUma^ii^ u.ti>/ersi(y 
New York, N.Y. 10027 

Mr. Wilbur Miller, Piiitcipai u\. /vyjianj Elemeniafy ia^.h^.^i ^iM mucImo 
Lane, Woodland, N Y 10123 

Mr. Walter Snylier, Chief LlLictfluit bowoii Llbfuiy 44 1 t*\a^ (<i>Ki CjUooI 
t^ew York. N.Y. 10009 
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John W. Doe (date of r6sum6) 

304 Amen St. . ;\ 
San Fr^ancisco, Calif. 94102 ^ 
778-0000 

' OBJECTIVE 

Sales executive 

SALES PROMOTION ' . 

^ I ...p . olion projects for large business firms 

I . .t vMectronics fie^ Originated newspaper, 
u., ufid i.ievisii. t/sirig and coordina'^^/^ales promotion with 

pub c relations and i.cx\i;6 management. Analyzed market potentials and 
developed new techniques to increase sales effectiveness and reduce 
sales costs. Developed sales training manuals." 

As sales executive and' promotion consultant f^drfdled a great variety of 
accounts. Sales potentials in these firms varie^ kom $100,000 to $5 mlU 
hon per ann^m. Was successful in raising the volume of sales in many of 
these firms 25 percent within the fl;st year. 

SALES MANAGEMENT 

Hired and sup«iviadJ a^fes biaff on a local, area, arid naiiorjdi baaia 
Established branch offices throughout the United States and developed 
uniform systems of processing orders and sales records. Promoted new 
products as well as improving sales of 'Old ones. Developed sales training 
program Developed a catalog system invojying inventory control to facili- 
tate movement of scarce stock between branches. 

MARKET HESEARCH 

Devised ai.J c^iiper^ladd maiKcl reSeaiuh projccl^ lo Jeteimuic aaieci 

potentials well as need for advertising. Wrote jetailed reports and 
recommenviai. iMs Jdscrlbing each step in distribution, areas for develop- 
ment and plana fc^ sales impi ovenient. 

• i . ,1 . . . * L, ..wnSUIIi. . , , , ..... un... 

Hard i^.i^v:.:! , ;jm..ii ,i"u uii ui J (jUj* ti i .at appliai. 

• J- \ yji . . , o. ills, J ., J.J, a I , 

i.o/uroi ay jtoin u/h. J, i-i -pteci ft / all Li ...L^fies 

F-iiii I.. 

■ - ■ " ■ » 



1955-1963 James Bresher Commercial and Sr Sales Promotion Mgr. 

Industrial Sales Research Corp. 

Oakland, Calif, • 

1.950-1955 Dunnock Brothers Electronics , Qrc^ Cterk, Salesworker, 

Ca., San Francisco, Calif.' Sales Mgr. 

EDUCATION 

University of California, B.S. 1949; Major: Business Admin. 

PERSONAL D^A , 

•% 

J 

Birth (jate, January 4, 1924. Married, three ghilclren. World War II veteran. 



Jane D. Jones 

* 593 Ninth^Avenile * (date of r6sum6) 

Anytown, Afa. 35204 / Age: 22 

422-2824 :. ' ' " Marital status: single 

Employment dbjectivl 

Reporter, copy editor 
EDUCATION 

Standard State University, pniversily Gity. Ala. Bb, v^um uude. 1974. 
Majors Jourrtalism, Minor: Psychology, other courses: Beginning and 
advanced photography * ' 
Honors: Rhi Kappa Phi - 

Extracurricular acf/V/fyes; €ditoi of ^-uiiege newspapei ocrved earlier as 
copy editor and reporter. / 

tXPLMl^tlNCt 

1973-74 suitwoi yoai ^correspondent in Universfty City for Anytown Ga- 
zette, Anytown/ Ala 

June-August 1973! Anyf^n Gazetto Allhouyti working as a copy runner, 
t received a number of editorial assignments. Besides covering meetings 
and writing obituaries. I did a feature series with photographs on the 
county arts group (Attached is a one sheet photostat shqwmg clippings 
of stories I wrote fci the Gazette } ^ 

Summed l9/l and 1972, Wlldoi Oiuaij Ohs^p ^ID Muhi bhool Artyluwit 

Ala. Salest clei K 

t\L.J titvLJ ^^ .l:o 

v^rsuy Citv Ala 3 *206 • 
veri.iy tiruveisity City Ala j4205 
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l\n manyflelds of work, wriftng a 
letter of application is the 
customary way to 98k for a 
personal Intervldw. T}Sh Is 
particularly true In the following 



1, When the emf^ov 
to contact lives in ah( 
town. 

Z As a cover letter wh*en you are 
mailing r^suftds. 

3. When you are answering a, 
want ad. 

The following guidellne$ may 
heS> you write ^ letter of 
application f 

1. Type neatly, using care in " 
sentence strycture, sppllfrig, and 
punctuation. 

2. Use a good grade of letter- 
sized white bond paper. 

3. Address your letter to a 
.^ecific person, if possible (use 
city directories or other sources). 

4. State exactly the kind of / 
position you are seeking gnd wKy 
you are applying to the particular 
firm. 

5. Be clear, brief, and , 
businesslike, ^ ^ 

6. Enclose a r^sumd 

Letters of application will vary 
considerably depending on the 
circumstances in which they are 
used. The sample illustrates one 
way of writing such a letter. 



> ' (date) 

Mr. Wilbertjl, Wilson ^ * 

President, Iffetalljq Manufacturing! Company 
3893 Factory Boulevard 
Cleveland. Ohio 

Dear Mr. Wilson: 

Recently I learned, through Dr. Robert* R. Robe);^ of 
Atlantic artd Pacific University. the expansion of 
your company's sales operations and your plans to 
create a new position of sales director. If this position 
is open. I would appreciate your considering me for 
it. V 

Starting with oyer Uid cou/uoi sales and order 6o(^/i<,o 
I have had progressively more responsible and diverse 
expeVience in merchandising products similar to yours. 
In recent yeais l have carried out a variety of sales 
promotion and top management assignments. 

For your review ! am enclosing a r6sum6 of my quanri. 
cations I would appreciate, a personal Interview with 
you in order to discuss my application further. 



John W L>v>* 

4,. < (1.J W «■ . 
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Your first source^of jobH^forma- 
tion will probably be friends, 
, iielghbors, and relatives. Through 
their work or social and business ^ 
, contacts, they may know of oppoif 
tunlties nqt listed by regular i 
sources., oLcourse, their 
knowledge is likely to be-limit^d^to 
their own and perhaps a few other 
places of femdioyment. ' 

At the 'samev^imeVou consult 
personal sources, you will want to 
explore theV^ual channels of job 
information From among the many 
sources^ you will have to select 
those most ^pprof^Tiate fuf you 
Whicfi of»e£» they are vyiM dopent3 
ot\ the: type of \01)^jdu wcirU whet*. 
yx»*i llvcj dnC\yA,iin[ to WO»K a.wj the 
defTianO in yiilt fiefd 

Do nui hiJsltdic lo ui.^ ,,. . 
L/oCditac /«.HJ think It n)A\ no. 
peraons y,.ijj ju.jc 
religion sex oi natlCMcil oH^^ 
Under ir.e d il i^ight;3 A.. I ^.f 1'.,. , 
dll eii)f;lvf> ntcnl cigertutca Ou-h 
pdullC dnO f.'Hv ite dfc ro«{(il(co i 
retci opplK dnts to ^riifJoyers 
witho ut fcginid i,j tncae fdutv<(io It 
Aye Unit u.tKJi tn tjiipU^yii. •a\\ 

Act ;r tyO/ lo/UlJi. a^^snwlca tw 
dlSi I II . i.ridl. , a^^iinM oKh^i h h 
\\\c\iv icuv^ 4,lovi lta\ Jl:dOr r iDinallu M 
In hhh.y 

S\>n e I \ I J , li 

I. iior indl.v. I lU iiii;Jt:^M-^ t.>, 
lUxnnteiila . n tf .(;■( /i 4< let 16L 4 a 
jndy hcalp j ^I.v/n>.3o lliu vHtoa Uct 
£iiJl(< d to / r icoUo 

1 bku.u )M4j ,/meru , . 

I lave; noic |«>U lla\> kjt t t 

00^ It, >Ull Wl . 3.1 V. dt&V, Jjii b he. i . 

i OtI kOi I. I lyto t.i^<n 

Ovon .lutoiuj cinpiO--. : 1 , ) c 
not Ji jlcd W) 1/ 0^*01.1 ly ., h\\.\ II 
ein,tl«jyuk >i it a< t n<,tj 

Ha^U tl^>p'U/ ilUctluly > ,1 

*.rfu « a uui l^ » iiiieriUy I > .a t, . i t » 
pai Id f Dici < .k>tnili / 



in all major cities and many 
smaller ones to bring up-to-the- 
minute Information on all J 
openings jn a rnetropolitan or 
larger area to people looking for 
work at any ehfiplqyment service 
office in the area, , 
— Provide national registries lipr 
selected professk>nal workers, 
such -as eoonomigts, librarians, 
statidticiansi co/rectional services 
personnel, and engineers and ^ 
scientist^ 

Provide'plSrcerTienl service at 
natipnal professional, conventions 
Offer couns«Jing and career 
^ consultation 

Pfoviae aptitude ai i«i ^-»» wfu.u.i , . ^ 
testing 

MdVC dally . ,...1-.. villi 

thousands 6f tjf/\pl0/ei b; 
Acuuinulatd und di^itribu 
^iiatewide, and national Im 
market information 
Charge no fees, 

bxJiw.w wi ^.»Jlegv , I . 
)CI vice;, 

A produ^.,u :>wui^ v> 1.., 
pi ofessional jpeuiiUjS 
Usually avaiirible orily \. , 
and aluiTwii of tr»fc suhwci 

> Wca.il ada In ncw^pa^^ou 
pioreasio.tai journals ar , 
rnacja^ines 

,*iovidfe a bi ,,a.j J- .'I .J .1 

openirt^fi 

A large' st.^x. , .» 1 .. i,. . 1 . 
rnayd^lneo dc U> / m . . < 

ai c IlKoIy U i, l.n Jjb;i y.n i.. 

qUciinoiJ KK> 

Oc&unpti ^1. 3 (<. I I till, 
detallc/d 'jn. ^.K/. I f . / /*ni.A / .J, 
sA.li*iU"iC5i you aTs: v^v-. I.V\ti.i \ 
A)ialy:3l& kA Iho i Ja p»0'VUj.;\j 
h fwi meat or Alt tne 66cte>il 
om^trw/iiicrii activity li<\y..^i< I 
thiOiiyh<»nt Uk; area 

Im.j.iuI I .1 1 Dn ^4 
. -Ajivo ij. . I K Itit h , I II ,1 
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— Eagh deals with a limited number 
^^~-df occupations," 
— Productiye source for members,. 
particXitariythose^ith seniority. 

5. U.S. Civil Service Cbmmission 
-^Handles U.S. Government civilian 
jobs. 

— Fills jobs in a wide variety of 
professional, technical, cleriCjal, 
craft, and other occupatlotvs. 

— Posrtions are located in 
Washington, D.C., throughout the 
United States, and overseas. 

— Jobs are fiUed on a merit basfs 
as determt^d by the results of 
examinations and ratings of 
experience and education. 

— Examinations are given several 
times a year in cities throughout 
the Nation. T6sts for entry*levei 
professional positions are 
conducted at rriany universities 
and other schools. 

-Most post offices have appiicatiofi 
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forms and infomaaitaii oit^ob 
opportunities. Yo^8i» afeK> wijte 
foi^information to ttMJ.S. Civil 
Sisrvice Commission. -Washington, 
D.C, 20415, 

6. Priviate^employnrmK^agencles 
— Usually specialize m a few 

occupations. 
— Some charge applicants a fee, - 
for registration or placement; 
others collect fees from 
" employers. ^. ^ 

7. Yellow pages of telephone 
directory, industrial directories, 
and Chamber of Commerce lists 

• — Sources of names of firms that ^ 
employ 'workers in your field and 
otherjnformation useful in 
applying to them. 

Professional associations 
—Useful for specialized 
occupations. 

Listings available at libraries. 
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Even if ^ou are urideT no 
economlcispessure to find a jbb 
quicl(|y, starting your search 
promptly is a wise policy. Delays 
' hiay hurt your chanc^ of finding 
the job you ^^antJj^Urtove just ' 
finished^sefWKJirfor eWnple, you 
are competing for similar positions 
with otherfnevy gradujftes in yoor 
field. Moreover, ^ long delay 
. betweert^chool or you^r last job and 
your application for work may gwe 
an employer the Impression that his , 
office is one of your last stops in a 
'long and fruitless job search. 

Once yoii start your search, you 
should treat it as a fulhli^e job. 
Looking for work can become 
discouraging at times; 9&t sustained 
effort usually pays off. 

The following suggestions may^ 
help you plan your timeioi\an 
efficient job search: 

1. Plan and start your search as 
soon as you know you will need to 
find a new job. 

2. Make your job hunting a full- 
time project. You work a 40-hour \ 
week for your employer; you should 
work no less for yourself. 

3. Once you start youf search. 

do nol allow yourself little' vacations. 

4. Apply early enough in the day 
to allow time for multiple Interviews, 
tests, or other hiring procedures 
that may be required. 

5. Be on time for appointments. 

6. Before approaching a firm, try 
ro learn the best time and day of 
the week to apply for a job. 

7. Follow up leads Immediotely. 

t you learn of a job opening late in 
^e day. call the firm to arrange an 
appointment for the next day. The 
employer may postponed hiring 
decision until then. 



A job interview Is yqiur showcase . 
fiormer^handlsfh^ yQunak^nt^. 
Dtfrlng the iafeirview an employer 
liMlQes your qualifications,^ , 
appearance, and genei^al fl(ness for 
the job opening. It is yo\i( \^ 
opportunity to convince the / 
employer that you can make a r^al 
contribQtidn. ' 

pqualiy impo^ant, it gives you a ^ 
chance to appraise tfie job, the k 
employer,^aod the firm. It enables ' ' 
you to decide if the job meets your 
career needs and Interests and 
whether the employer is of the type 
and calibe/ you want to work for; 

Befoo§^ach interview, though, 
^you should assume ^t thejob you 
are applying for is precisely the one 
you want — b'ecause ft maysbe. To - 
present your qualifications mo^ 
advantageously, you will need toj 
prepare in advance. You should j 
haVe the needed papers ready^nd 
the necessary Information aftrmjt 
yourself firmly in mind; and you 
should know how to act at the 
Interview to make it an effective 
device for selling your skills. 

Preparing for the Interview 

— Assemble In easily avaifeble 
order all the papers you need to 
take with you. The principal one 
is your r6sum6 — unless you have 
submitted it before the Interview 
If you have not prepared a 
r^sunr)^, take your school rtaoordb / 
social security card, and work f 
records, with the<)arnes of youj 
employer^and dates of 
employment (Prepare your ovv... 
list if you have no formal reoordv , 
You may also need any licenses 
union caid, oi military records 
you have If your work is the sort 
that you can show at an inteiview 
you may want to take a few 
samples (Buch as art or desi^it 
work or published writing). 



—Learn all vou can ;dbout the 

, company^here you are going for 
^ an ihtervte^H-lts prodafct or 
service, standing In the Industry, 
nurftberand kinds of jobs 
available, and hirlrtg policies and 
pradtlces. 

—Know what you have to offer— 

• what education and training you 
have had, what work you have i 
done, and what you can do. Ifyo^ 

. have not prepared a rdsumd, 
jrevlew your Inventor^itehart 
before you go. 
—Know what kinctbf job you want 
and why you want to work for the 
firm where you are applying, 
—if you do not have a r6sum6 that 
Includes references, be preparedi . 
to furnish the names, addresses, 
^d business affiliations of three 
persons (hot relatives) who are 
familiar with your work and 
character. If you are a recent 
graduate, you can list ypur 
teachers. When possible, ask 
your references fcjr permission 
to use their names. 

4.eam the area salary scale for 
the type of Job you are seeking 

-Never take anyone with you to 
the interview. 

-Allow as muqh uninterrupted time 
for the Interview.as it may require. 
(For example, do not park ypur 

Oar In a llmlteqj tlm4 space.) 

Dress conservatively. Avoid either 

too fo.mal or too casual attire 

Vou tXtld th^ nti^ts^iaw 

-Be pleasa.u anJ frle..,ii, 
businesslike. 

Let theamployo, ..v>mi.,.i u.o 
interview Youra.isweis \Uo 
be frank and brief but c^.n^pl i\ i 
without lambling Avoid dogrna, 
statements 

Be flexibly omj ^mIi.*^ ^,,( 



the ernployer a clear Idea of your 
job preferences. 
-Stress. your quafifteatlons wittiout 

exaggeration, The employer's 
; questions or statements will 
Indicate th^type of person 
wanted. Use these clues In 
- presenting your qualifications. 
For example. If you are being 
interviewed for an engineering 
position and the employer 
mentions that the job will require 
some customer cp'ntact work, 
use this clue to emphasize any 
work, experlfince, or courses you 
have had In this type of work. 
— If you have not sent your rdsumis 
in advance, present It or your 
work records, references, 
personal data, work samples, or 
other materials to support your 
statements, when the^employer 
requests them. 
—In discussing your*prevlous jobs 
and work situatl9ns, avoid 
criticizing former employers or 
fellow workers. 
Pon't discuss your personal, 
domestic, or financial problems 
unless you are spej:iflcal4y asked 
about them. 
— Don*t be in a hurry to ask 
questions unless th§ employer 
invites them. But don't be afraid 
to ask what you need to know. 
If the employer offers you a job. 
be sure you understand exactly 
what your duties will be You 
should also find ^nJt what 
opportunities for advancemeiM 
will be open to you. A definite 
understandh.g about the natuu 
of your job will avoid future 
diftiappolntinerii^or e»iher you 
your employer 

Be prepared to ©taio Uie catfa.y 
you want, but not unul the 
er^^ployer has Introduced trio 



subject>6e realistic In discussing 
salary. 

— If the employer does not definitely 
offer you a job or Indicate when 
you will hear about it, ask when 
you may call to learQ the 
decision. * 
— If the employer asks you to call 



or retiJm for another intervigw, 
make a written note of the time, 
date, and place. . ^ 
— Thank thie employer for the 
interview.^ If the firm cannot use^ 
you, ask about otfier employers 
who may need a person with 
your quailficatlons. 



Manyfirmv/equiKea 

' psychological test or a series of 
such tests, as part of the 
appllcatbn proce<fure. The tests 
most commonly used are those that 
indicate inteiilgehceor geherai 
aptitude, in addition, some firms 
us^ tests that give jthem information 
on specific aptitudes, personality - 
traits, and interest patterns,. 
. I/you are a, recent school . 

/graduate, you are probably used to 
taking tests. But i? you have' been * 
away from sch^boLfor some years, 
you may be apprehensive about the 
testing process. You may fear t^at 
your test scores will hot reflect your 
real a&irity 16 do aJoblDon'tTet 
tests scare you off. Nope of th§ 
comfnonly used iests require 
advance preparation; you nefi^f not ' 
fieel concernsid over not having 
■•crammed" the night before. And 
bear in mind that your scores arh 
only one among the many factors 

^f|:^(MrtnpIoyer,;w^ consider in 

^judging yqur job qualifications. 
Many tests have time limits. When 



they do, you will be told how much 
time you will have. Listen' iDarefuiiy 
to the insti^tlonayou rbceive. if 
you do not cipariy understand what 
ybu are expected to dp, be sure to 
asl^ questions; The time for 
questions, however, is before the 
test begins, if the test is timed, 
seconds lost in asking questions 
after it starts could seriously affect 
your score. After'you start the test, 
work steadily and carefully. Do not 
light a clgarette or do anything else 
th^t Interrupts your work. In -taking 
most tests, you should not spend 
too much time on any one question; 
instead come back to difficult or 
tlm^-consumlng ones after you have 
tompleted the others. 

Once the test Is over, do not 
reproach yourself for nrot doing 
better, if the test Is well constructed, 
you probably would make a similar 
score if you took'it again. 
Remember, too, that employers do 
not regard your score as an infallible 
measure of your abiliUe^but as 
only one Indication of them. 
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mperiencc^ After Itto \ 
yourself thaaaq^^ 

1. How did the interview 00? 
—Whet points did I make that 

eeemed to interest the employer? 
— {}id I present my;quanflcBtlons ^ 
well? bid I overtook any that are 
pertinent to the Job? 
—Did I pass up olueslo the bctot , 
. Way to ';seir myself? • 
— Dic^Tl learn all I need to know 
about the Job? Or^did I forget or 
hesitate to ask about factors that 
are Impojiant to me? 
—Did l^talk too'*much?Joo little? 
— Wasl toolense? — - — ^ '- 



as I too aggressive? Not 
aggressive enough? 

2. How can ] improve my next 
interview? 
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